Title: Separation Action (PA40 or PA30)

Separation Action

Purpose

Use this procedure to separate an employee from the State. The procedure is broken down by
role, since multiple people are responsible for performing portions of this procedure.

Trigger

Perform this procedure when an employee has voluntary or involuntarily decided to separate
from state service and the separation date is known.

Prerequisites

° The separation date is known.

In order to perform this transaction you must be assigned the following role:

Personnel Administration Processor, Payroll Processor, the Benefits Processor,
and the Time and Attendance Processor

Menu Path

e Human Resources [1 Personnel Management [1 Administration [1 HR Master
Data [1 Personnel Actions
-Or-

e Human Resources [ Personnel Management [ Administration [J HR Master
Data (1 Maintain

Transaction Code

PA40 -or- PA30

Date Procedure Update Log

3/25/09 Previous steps 57-62 (changing the Payroll Status (0003) infotype)
removed from procedure.
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Title: Separation Action (PA40 or PA30)

Helpful Hints

e The Personnel Administration Processor, the Payroll Processor, the
Benefits Processor, and the Time and Attendance Processor will use this
procedure to separate an employee from their current position, terminate an
employee®s retirement benefits, compensate them for unused leave, delimit their
personal holiday, and delete any time/compensation entries past the separation
date. Each person will only see the screens allowed by their security level.

e If the employee has separated from state service prior to the completion of six
continuous months and has accrued annual leave, the accrued amount will need
to be removed so it is not accessible to the employee if they do return to state
service at a later date. Follow the Quota_Removing Accrued Leave user
procedure.

e If the employee has multiple concurrent positions and is only being separated

from one position, be careful to delimit only infotypes related to the separated
position.

e Leave buyout information for PERS Plan 1, TRS Plan 1, and WSPRS Plan 1
members commissioned prior to July 1, 2001 should be reported to DRS. In
creating leave buyout for PERS Plan 2 employees, the infotype 9004 (Annl
Leave Buyout — No Ret) should be used. If an incorrect infotype is created, the
buyout will be reported to DRS and will need to be deleted.

Personnel Administration Processor tasks:

e Perform the separation action

Payroll Processor tasks:

e Delimit recurring payments

e Delimit bond purchases

e Compensate for unused leave

Questions to think about:

Is the employee entitled to an accrual?

e Has leave been taken for the pay period?
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Title: Separation Action (PA40 or PA30)

¢ Have the Time and Attendance Processor delete any time/compensation entries
in CATS that were entered past the separation date.

e PT50 and ZCAT®6 should be ran on the employee to make sure the employee
has the correct leave balance.

e Correct leave buyout codes reported to DRS
HRMS only sends status codes A and B to DRS. Annual leave buyouts should be
reported as status codes N for non-retirees or T (up to 240 hours) for retirees.
Excess vacation leave cash buyouts for retirees should be reported using status
code U. After the information is sent to DRS, you will have to go to DRS Web-
based Services to logon, create and submit a report via the Web-Based
Employer Transmittal (WBET) application. Change the status code on the leave
buyouts to N, T or U. For more information on this process, see Correct Leave
Buyout Reporting To DRS.

e (Change the Payroll Status (if required)

e |[f the separation is a result of a Reduction in Force (RIF), the employee has the
option of deferring the payment of their annual leave buyout for 30 working days.
If they elect to do that, you will need to change the Payroll status to continue
running payroll for that employee until the date of the deferred buyout
Benefits Processor tasks:

e Delimit savings and miscellaneous plans.

Time and Attendance Processor tasks:

e Delete any time/compensation entries in CATS that were entered past the
separation date.

e Delete any entries past the separation date from infotypes such as Employee
Remuneration Info (2010) or Absences (2001).

General Usage:
¢ The system may display three types of messages at various points in the

process. The messages you see may differ from those shown on screen shots in
this procedure. The types of messages and responses are shown below:

30f28

WSD Personnel



Title: Separation Action (PA40 or PA30)

The procedure includes field descriptions along with their conditions. Their definitions are

shown below:
R/O/C Definition
R designates a “required” entry necessary to proceed in this transaction.
(0] designates an “optional” entry.
designates a “conditional” entry that may be required under certain
conditions.
+Procedure

1.  Start the transaction using the above menu path or transaction code PA40.

Personnel Actions

H Qe CEE Snhoas ERE @F
Personnel Actions
s e A Y

:

[} Free search
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?
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2. Complete the following fields:

Title: Separation Action (PA40 or PA30)

Field Name

R/O/C

Description

Personnel no.

R

The employee’s unique identifying number.

Example:

20000549

3. Click @ (Enter) to validate the information.

4. Perform one of the following:

If Go To
You are the Personnel Administration Processor Step 5
You are the Payroll Processor Step 16
You are the Benefits Processor Step 63
You are the Time and Attendance Processor Step 72

5. Complete the following fields:

Field Name

R/O/C

Description

From

R

The start date for the action.

@ The date for the separation action will be the

day after the date entered here.

Example:

8/15/2005

6. Click @ (Enter) to validate the information.

WSD Personnel
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Title: Separation Action (PA40 or PA30)

Personnel Actions

g  mlaH e@e SHE Nt DR @E
Personnel Actions

Find hy

= ﬁ Ferson -95558?'

{Hl Collective search help
{Hl Search term

MNams | T7 AHLOUIST |
& Persrea 3024
Free search l:l
G /15 /2005 |

8/15/2005

I=
=
=
=

O 0 o o o o

(2]
ﬂ
[=] I l
[~]
[«][ | E— [« ][ |EE

7.  Click the gray box to the left of - to select.

8. Click ﬂ (Execute) to begin the separation action.

6 of 28

WSD Personnel



Title: Separation Action (PA40 or PA30)

Copy Actions

Infotype  Edit Goto Systern  Help

& Bl B CEQ BHE DDLDIHEE®
Copy Actions (0000)

2 | (b Execute info group &2 Change info aroup

Pers.Mo. 08663 T

Marme T BHLOUIST

Perstrea 3024 DSHS Region 4 EEGroup @ Permanemnt

PSubarea OOJE EconfSocialSvcs  EESubgroup B4 M-OT Elig=Daily Sche Status  Active
Start Ba/ 16/ 2005 @tn 12431749994

FPersonnel actian

Action Type Separation e

Reason for Action 1

Status

Employrment Withdrawn Zl

Qrganizational assignment

Fosition 99999999  Kimiko Kuei
Fersonnel area J024 0SHS Fedgion 4
Employee group 1] FPermanent
Employee subdroup [4 m-OT Eling=0aily Sche

Additional actions

Start Date  |Act. |Action tvpe ActR  |Reason for acti

[0 ] I [

LD D]

9. Inthe Reason for Action field, click (= (Matchcode) to open the selection list.
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Title: Separation Action (PA40 or PA30)

Reason for Action
Reason for Action (1) 35 Entries Found

Restrictions |
— ]
RO EIRERIE
Action Type: LIS
Mame of action type: Separation
Ac...“|Name of reason for action |
01 Abandonment of Pasition E|
0z Career Seasonal Layoff 3-8 Mon E|
03 Career Seasonal Layoff 9 + Man ]
04 Death
05 Disability Separation-Voluntar
06 Disability Separation-lnval.
o7 Dizmizzal
ks Emergency Apptmt Separation
09 Erronecus Apptmt/Certification
110 Exempt Separation
1 Failed to Comply Willnion Shop
12 FIMLA Mew Baorn Child Care
13 Formal Unicn Layoff
14 Intermittent Separation
15 Maving fram Vicinity
16 Mon-Disciplinary Separation
17 Mot Meeting Condition of Emplo [ |
18 Frobaticnary Separation
19 Froject Apptmt Separation
20 Fesign - lliness
21 Resign - Other
22 Resign With RIF Rights
23 Retirement -
24 Retirement With RIF Rights E‘
25 Eeversion Outtn Beaister @
25 Entries Faund
10. Click the appropriate reason to select.
11. Click ‘ﬁ (Copy) to accept.
12. Click & (Enter) to validate the information.
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Title: Separation Action (PA40 or PA30)

13. Click (Save) to save.

@ If a Create Vacancy screen or Delimit Vacancy displays. Click to
proceed.

Copy Organizational Assignment

Infotype  Edit Goto Extr System Help

& 2B G  CEE BhOa8 HE @
Copy Organizational Assignment (0001)

= £| Org Structure

Fersonnel Ko Q5GEGEAT Mame T BHLOUIST
Fersfrea 3024 DSHS Region 4 EEGroup B Permanent

FSubarea O0JE Econ/SocialBvcs  EESubgroup @4 M-OT Elig=Daily Sche Status  Withdrawn
Start EIBHE#ZEIEIE@W 12743149999

Enterprise structure

CoCode WADT  STATE OF WASHINGTOR
Pers.area 3024 DSHS Regian 4 Suharea [oJE EconfSacialSves
Cost Ctr 3000000000 Q00000000000000... Bus. Area 3000 DeptofSocial & Health 5.
Fund
Personnel structure
EE aroup g FPermanent Fayr.area 11 Semi-rmonthly
EE subgroup @4 W-OT Elig=Daily Sche Contract Trial Service g
Drganizational plan Administrator
Position 99999999 Kimiko Kuei FersAdmin
Jaob key BOE16934 Time
Exempt FayrAdmin
org. Unit 30016927
Org. key 3000

14. Click @ (Enter) to validate the information.

15. Click (Save) to save.
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Title: Separation Action (PA40 or PA30)

& For the Personnel Administration Processor, this marks the end of the
Separation action. After saving, end the transaction and transfer the
information to the Payroll Processor who will complete the next steps.

@ The Payroll Processor will need to verify and correct quota balances
before starting their portion of the separation action.

The Payroll Processor will complete the following steps:

16. Click the gray box to the left of EER3rEHANT

17. Click @ (Execute) to begin the separation action.
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Title: Separation Action (PA40 or PA30)

Copy Actions

ITBICa@ SHE D000 EE @

Copy Actions (0000)
| |@ Execute info group ||§ Change info group |

-EIEEEE?
IName | TY AHLQUIST
-3924 E

-EIEIJE .Eld
_EIBHE."EEIEIE 12431/9999

FPersonnel actian

Action Type Separation ]

Reason for Action 1

Status

Emplayrment Withdramn ]

Qrganizational assignment

Fosition 99999999  Kimiko Kuei
Fersonnel area J024 0SHS Fedgion 4
Employee group 1] FPermanent
Employee subdroup [4 m-OT Eling=0aily Sche

Additional actions
Start Date  |Act. |Action tvpe ActR  |Reason for acti

Aol s

[+]
i
[+]
[+]

18. Click |@ Execute info group
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Title: Separation Action (PA40 or PA30)

19. An information pop up box will appear informing you that “This entry will delete a
record.” Click |i| (Enter) to continue.

20. An Execute info group pop up box will appear informing you that “Warning:
Personnel action infotype not saved with ‘execute info group’ function! Click

¥ Continue

@ The Personnel Processor has already saved this infotype so it is ok to
continue.

21. Click = (Next Record) until you reach Delimit Recurring Payments/Deductions.

Delimit Recurring Payments/Deductions

g naleee SHE nnoad BRE QB
Delimit Recurring Payments/Deductions (0014)

)

PSubarss 205
(T2 Chioose ] 25/ 15/2005 [l I 12/31/9903 | ] |93/15/2005

22. Click the gray box to the left of the payment or deduction to delimit.
23. Click (Delimit) to assign the delimitation date to the record.
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Title: Separation Action (PA40 or PA30)

24. Repeat for additional payments/deductions.

Delimit Bond Purchases

JHIGa@ SHE Do EE @
Delimit Bond Purchases (0103)

e

-EEIE# E
-EIIEIJE .EI4
T Chosse 0811512005 aia | 12131/9698 = 0811012005

e ey
Start Date  |End Date .|RB.|Furch.amt. Deduction amt.
(08M320058 12531599949 200.00 A . oo
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Title: Separation Action (PA40 or PA30)

25. As required, complete/review the following field:

Field Name

R/O/C

Description

Delimit Date

R

The date when the action should end.

Q The delimit date is any date within the

pay period.

26. Click the gray box to the left of the record to delimit.

27. Click == (Delimit) to assign the delimitation date to the record.

WSD Personnel
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Title: Separation Action (PA40 or PA30)

Subtypes for infotype "Time Quota Compensation”

Subtypes for infotype "Time Quota C n" (1) 18 Entries Found
Restrictions |
= T
v |E|H|6B#E (B
ESG | PSG | Comp.meth. Description
2 10 1000 Free compensation
2 10 1001 Yacation Payout
2 10 1002 Sick time payout
2 10 1003 Fersonal Time Off payout
2 10 1004 Floating Holiday payout
2 10 1005 Cwvertime Comp Time Payout
2 10 8001 Zick Leave Buyout - Tax
Z 10 8002 Sick Leave Buyout -Mo Tax
2 10 9003 Annl Leave Buyout-Ret
2 10 9004 Annl Leave Buyout -Mo Ret
Z 10 9006 Comp Time Buyout
2 10 9007 Sick Leave Buyout - VEBA
2 10 9008 Comp Time Buyout-ro Ret
Z 10 9009 Haliday Credit Buyout WSF
2 10 8010 Settl Lv Buyout WSP-MNoRet
2 10 9011 Settl Lv Buyout WaP-Ret
2 10 9012 Hal. Cr. Buyout WaP-MoRet
2 10 8999 YTD Sick Lv Taken - Cony
18 Entries Found

28. Click the appropriate compensation method to select.

29. Click IE (Copy) to accept.
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Title: Separation Action (PA40 or PA30)

Create Time Quota Compensation

g  aiBIeee CHE nnas PR Q5
Create Time Quota Compensation (0416)

QCER v AHLOUST |

FPersiea 3024 EEGroLg

PSubarea 00 2 EESUEgroUp 04
_BEIISIZBBS =)

30. Click the gray box to the left of the quota to compensate.

@ Prior to activating the buyout, verify the employee’s eligibility. Make sure
that the start date is the last day of employment so that the employee will
be paid on their last day.

31. Inthe No. to compensate box, enter the number of hours to compensate.

32. On the toolbar, click Compensate 4, process the compensation.
33. Click (Enter) to validate the information.

34. Click - (Save) to save.

35. If the employee has more quotas to compensate go to PA30.
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Title: Separation Action (PA40 or PA30)

Maintain HR Master Data

- nlaH eae CHRE aDLn BRI @
(@@ Maintain HR Master Data
NDzeoonl L

Basic Personal Data Benefits Time Recarding

Adatl, Pergon... ||, L0 1]

Infotype tex E.]_|J [Foricd
& Pariod
Organizational Assignment Fr. To
Personal Data ' Today ) Curmweek
dresses AT ) Current month
Flanned Waorking Time O From curr.dabe O Lastweek
& Pay 1 Up to Today ) Lastmaonth

Contract Elaments ) Gurrent Pariod ) Current Year
E oy =]
FarniifFelated Ferson [=]

Direct selection

Infotype Ty

|
Time Recaording |
36. Click the tab.

37. Inthe direct selection field enter Time Quota Compensation in the infotype filed
and select the appropriate Subtype to compensate in the Sty filed.

Direct selection

Infotype Time Quota Compensation 5Ty 9007 Sick Leave Buyout- YEBA

38. Click E (Create) to create a new record.
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Title: Separation Action (PA40 or PA30)

Create Time Quota Compensation (0416)

o
& = aH eue L DDead OFN @ —:—'ﬂ
Craade Time Quota Compensatkon [0416)

8 B 294 0 commmim

Pamesmai b T tibme T BT

Pariias 100 DA Ragon 4 [E 5~ ]

Flutens 00 EoBeowtee  DESubrun T4 ST Eny-Dat Soe DA e
"

Coma matcd W Gach Luwvs Dot - VEDA

T ool oy wpe e dliors

I pe—— W §ick Lawss
B S N SEEY [oed

P B T

=
 Tary Fosanen Ll Jrd Coma Hem T [Seremad [ | ehachin ot | 0 s s ]
E 6 WOC00 becur L) [ CINAOO0S YIOIANGG | COOORRSO0NN DL

39. Complete the following fields:

Field Name R/O/C Description

Start R [The Date of the employee’s last day of
employment.

Example: 8/15/2006

No. to R |[The amount of leave to compensate.
compensate Example:  997.80000

40. Click Compensate

41. Click @ (Enten).
42. Click & (save).

43. Repeat steps 35-42, if you need to compensate for more quota types.

@ You have completed compensating the employee for leave earned.

44. To put an end date on any remaining leave quotas, go to PA30.

@ You may want to put an end date on remaining leave quotas in the situation
an employee is hired back and not eligible to take a personal holiday when
they return.
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Title: Separation Action (PA40 or PA30)

Time Recaording |

45. Click the tab.

46. Click the gray box to the left of #HSENCe QUOIES. 44 galact,

47. Complete the following fields:

48. In the period field, click ©#11

49. Click & (Overview) to view a list of quota types.
List Absence Quotas (2006)

G ol 0@ AR Do BR o
List Absence Ouotas (2006)
DD 4
Pern b Lo
W T ARLIIET
Pernbeea 000 DS Ragion 4 EEGeup 0 Permarant
Fiabirns 000 obviiaties  (fSvbpie WO flgeDuty Bibe sk e
I Coosa 0101 (1560 | 12 18 v Ty,
| Aoverce Cratws
BiafiDade |Erd Diste A | Coscks taat Satded  Endded |Wumbar Deduchos __ Fram [Ta__ | [
762504 OTNRO00S | GGk Lirw Comversion DRI 120 48 DR 15 Birbind
DINEEI0S 1HIII008 | REckLarw Convriien BINATONE N0t | 57050000 bBOROE
Jormnrzees nInnms | ke BIGTN N2eE | BR0 5800 B3
DEB00T DEMMION | 31 Arubl Liaivee sl PANTTIE A | 160 3666 | poeoeed | | |
Jornicses 1 BEO008 | iXPersans e - B Do naoigens | vosede | wewes| | | g

50. Click the gray box to the left of the quota you are putting an end date on.

51. Click ¢ (Change) to change the record.
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Title: Separation Action (PA40 or PA30)

Copy Absence Quotas (2006)

(] plaBe@e DHE DDOAD @
Change Absence Quotas (2006)
A [ Personal work schedule | 5] Defaull values
Pors. Mg 056687
Marna T BHLOULSY
PersAsea 1624 DSHS Region 4 EEGeoup 0 Permanant
Poubares 000E EtonSoaiSvs  EESubgeoup 04 M-OTENig=Daily Sche Slalse  Atve
From a1f01/2005 | To 1243112005
 Absance quota
Category 42  Personal Holiday - Shift
Time
Guota number B.00888 Days
Dreduction 0. 00000 W Meg. deduction to 0. 00000
Dreduchion from 8178172005
Drxduction o 12431 12005

52. Complete the following fields:

Field Name R/O/C Description

Deduction to R [The date after the employee left state service.
Example: 8/16/2005

53. Click @ (Enter) to validate the information.

54. Click (Save) to save the record.
55. Repeat steps 44-54 to put an end date on any remaining quota types.

56. If required, correct the leave buyout codes reported to DRS.

@ HRMS only sends status codes A and Bto DRS. Annual leave buyouts
should be reported as status codes N for non-retirees or T (up to 240 hours)
for retirees. Excess vacation leave cash buyouts for retirees should be
reported using status code U. After the information is sent to DRS, you will
have to go to DRS Web-based Services to logon, create and submit a
report via the Web-Based Employer Transmittal (WBET) application.
Change the status code on the leave buyouts to N, T or U. For more
information on this process, see Correct Leave Buyout Reporting To DRS.
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Title: Separation Action (PA40 or PA30)

& For the Payroll Processor, this marks the end of the Separation action.
After saving, end the transaction and transfer the information to the person
who sets up employee benefits in HRMS (Retirement). This role is the
Benefits Processor. This could be the Payroll Processor, Personnel
Processor that also the role of Benefits Processor who will complete the

next steps.

The Benefits Processor will complete the following steps:

57. Click the gray box to the left of SERarEloN to select.

58. Click @ (Execute) to begin the separation action.
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Title: Separation Action (PA40 or PA30)

Copy Actions

ITBICa@ SHE D000 EE @

Copy Actions (0000)
| |@ Execute info group ||§ Change info group |

-EIEEEE?
IName | TY AHLQUIST
-3924 E

-EIEIJE .Eld
_EIBHE."EEIEIE 12431/9999

FPersonnel actian

Action Type Separation ]

Reason for Action 1

Status

Emplayrment Withdramn ]

Qrganizational assignment

Fosition 99999999  Kimiko Kuei
Fersonnel area J024 0SHS Fedgion 4
Employee group 1] FPermanent
Employee subdroup [4 m-OT Eling=0aily Sche

Additional actions
Start Date  |Act. |Action tvpe ActR  |Reason for acti

Aol s

[+]
i
[+]
[+]

59. Click '@ Execute info group |
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Title: Separation Action (PA40 or PA30)

60. An information pop up box will appear informing you that “This entry will delete a
record.” Click |i| (Enter) to continue.

61. An Execute info group pop up box will appear informing you that “Warning:
Personnel action infotype not saved with ‘execute info group’ function! Click

¥ Continue

@ The Personnel Processor has already saved this infotype so it is ok to
continue.

62. Click = (Next Record) until you reach Delimit Savings Plans.

Delimit Savings Plans

g naleee SHE nnoad BRE QB
Delimit Savings Plans (0169)

]

JHCTER v AHLOUIST |
Persirea 2024 EEGroup ©

PSubarss 205
i | ] |93/15/2005
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63.

64.

65.

66.
67.

68.
69.

Title: Separation Action (PA40 or PA30)

Complete the following fields:

Field Name R/O/C Description

Delimit Date R |The Delimit Date.

@ Savings should have an end date of the last
day of the period therefore the delimit date will
always be either the 16" or the 1.

Click the gray box to the left of the plan(s) to delimit. If there is other savings plans
(i.e. deferred compensation) select all plans and this will delimit everything in one
step.

Click = (Delimit) to complete the transaction.

@ This is the end of the Separation action using the PA40 transaction. The
next step is to delimit the employee’s Health Insurance plans. To do this
you will need to update the Health Plans (0167) infotype.

Start the transaction using transaction code PA30.

Click the | Benefits | {5p.

Click the gray box to the left of | [FEailh Biafs ¥ to select.

Click the All radio button in the Period area.
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Period
Period
' Period
Fr. To
Today LU week
'P.H _____________________________________ ! CGurrent month
' Fraom curr.date I Lastweek
1 p to Today I'Last month
) Current Period ) Current ear
| Choose |

70. Click < (Overview) to display the health plans.

WSD Personnel

Title: Separation Action (PA40 or PA30)
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Title: Separation Action (PA40 or PA30)

List Health Plans (0167)

g i H @@ CHE DDNN FR @®
List Health Pians (0167)

Dz

956607 T AHLQUIST
Find by 111 g
= ﬁ Person aaet a1
mcmlective search help ] p1ia11800 (& 1243149999
() Search term
Free gearch
] StatDate |End Date  |Type |Text Plan |Test Lo
01A 62008 |12/31/9998 [DE.. |Dental RE .. [Regence BlueShield Columbia De
01/01/2006 01152006 |DE.. Dental RE.. Reogence BlueShield Columbia De
0116720068 1273179938 |MEDIMedical GHC |Group Health Cooperative
01/01/2008 017152006 |MEDIMedical GHC |Group Health Cooperative

[ I s I 11 O

L]

K|

71. Click the gray box to the left of the current health plan record (End Date will be
12/31/9999) and Click ¢ (Change).

72. Complete the following fields:

Field Name R/O/C Description

To Date R |The ending date of the record.

@ Health Plans should have an end date of
the last day of the month.

Example: 10/31/2XXX
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Title: Separation Action (PA40 or PA30)

Change Health Plans (0167)

| 0 AP eee DHE HDO0 RE @B
Change Health Plans (0167)

9gBEE7 | Name  TY AHLQUIST
Find by m —ﬂ
=2 @ Person 0001 o1
[} collective search help 01/16/2006 [t | 10/31/2006]

{H) Searchterm

{iH} Free search m

' r £ Ve

Flan data

General plan data

Benefit area Us usa

Flan type MEDI Medical

Benefit plan GHC  Group Health Cooperative
Health Flan Cption GHC  Group Health Cooperative
Dependent Coverage MED3 Employee + Children

Planning Parameters
Cost Rule Yariant GHCZ2 Employee + Children

73. Click @ (Enter) to validate the information.

74. Click H (Save) to save.

0 Health insurances premiums are collected each pay period. As an
example, the July 10 and July 25 pay dates collect the health insurance
premiums for the month of July. If the employee separates from State
service prior to the second pay date of the month, the employee still owes
their portion of their Health Benefits to the agency. The Payroll Processor
will enter those employee deductions using Additional Payments (0015) and
wage type 2983 Health Adjustment PreTax. See OLQR procedure Create
One Time Deduction.

75. Repeat steps 72 — 80 to delimit any other Health Plans such as Dental.
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Title: Separation Action (PA40 or PA30)

& For the Benefits Processor, this marks the end of the Separation action.
After saving, end the transaction and transfer the information to the Time
and Attendance Processor who will complete the next steps.

e The Time and Attendance Processor will complete the following steps:

76. If time/compensation entries were made in advance into infotypes such as
Employee Remuneration Info (2010) or Absences (2001),

77. If time/compensation entries were made in advance in CATS for this employee, go
to CATS (/nCAT2) and delete any entries past the separation date.

78. You have completed this transaction.

Result

You have successfully separated an employee, terminated any recurring payments,
delimited their retirement benefits, compensated them for unused leave, and deleted
any time/compensation entries past the separation date.
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